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The SACE Board of South Australia

1. Introduction
Thank you for your interest in a position with the SACE Board of South Australia. This guide describes the SACE Board’s application processes.

2. Job and Person Specification
Please read the information provided in the Job and Person Specification which is presented in two main sections:

1. The job specification

2. The person specification including essential minimum requirements.

If you have other questions about the position, a contact person is also listed in the advertisement.

3. About the Job Specification
The job specification provides a summary of the broad purpose of the position and its responsibilities or duties. It also describes the reporting and working relationships, the outcomes expected of the incumbent, and any special conditions that may be applicable.

4. About the Person Specification
The person specification describes the skills, knowledge, aptitudes, abilities, and qualifications that are required for the position. The essential minimum requirements in the person specification describe key capabilities required for the position.

For each criterion listed, both the skill or attribute required is described as well as the level or extent of skills required to perform well in the position, e.g. high level, knowledge of, understanding of, demonstrated or proven ability. 

Your application should address all of the essential minimum requirements.
Desirable characteristics may be used to differentiate between those applicants who meet all the essential criteria to the same or a similar extent.

5. Writing your application:

· specify the job vacancy number and the title of the position

· address all essential minimum requirements in the person specification, and provide examples to support your statements

· include relevant skills, knowledge and experience, including any experience you have acquired through community work/involvement 

· provide examples of the processes that you use to achieve outcomes

· limit your application to a recommended maximum of 1500 words.

6. Curriculum Vitae (CV) and Referees
A Curriculum Vitae should be submitted with your application, and include contact details, relevant work history, education, qualifications and professional memberships. 

When listing your relevant work history you should include dates/period of employment, duties, responsibilities and achievements for each position. 

Three referees and their contact details should be nominated as part of your CV and should include your current line manager.

The CV should be limited to a recommended maximum of 1500 words.
7. Employment Declaration
A SACE Board Employment Declaration must accompany your application. This form is available on the SACE Board of South Australia’s website www.sace.sa.edu.au 

8. Submitting Your Application

Applications should be emailed to SACE.Vacancies@sa.gov.au or delivered to the SACE Board of South Australia, 60 Greenhill Road, Wayville, 5034.
9. Closing Date for Applications
Vacant positions in the Office of the SACE Board are advertised for a specific period and close at a time and date stated in the advertisement. The closing time is the latest time that applications are to be received at the SACE Board. 

Late applications will only be accepted in exceptional circumstances.

10. Selection Process
Selection and employment procedures in the SACE Board are guided by the Public Sector Act 2009, and guidelines issued by the Commissioner for Public Sector Employment. The Government of South Australia is an equal opportunity employer. 

The selection process is based on merit, whereby applicants are assessed against the qualifications, aptitudes, skills, experience, knowledge, and standard of work performance required in the advertised position.

If you are selected for an interview, an officer from the SACE Board of South Australia will contact you to organise a time to conduct the interview. Details of the interview, and any presentations or assessments you will need to complete or participate in will be provided to you before the interview. If you have special requirements, please advise the position contact officer who will make arrangements to assist, where possible.

11. Criminal Record Check
The SACE Board has determined that all new appointments will be made subject to the completion of a satisfactory background screening and national criminal history check.
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